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Updating VISTA Site Addresses in the Portal   
 
In order to have accurate information on where VISTAs are serving, sponsors need to 
indicate the specific site address in eGrants, rather than the overall project address.   
 
In the portal, when a VISTA is assigned, the site address defaults to the project 
address.  Below are instructions on how to enter the correct address.   
 
Please review the site address for all your VISTAs and update any that are inaccurate.  
VISTAs themselves cannot change their site address. 
 
Steps 
 

1. To update VISTAs site address, log into phase II of eGrants: 
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2. Click on the Portal Home link. 
 

 
 
 

3. Then Click on the Manage Members Link: 
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4. Select the Program Year, Program Name, and Program Code, and then press 

Submit. 
 

 
 
On the Sponsor screen for managing Member Information you will see a list of all 
members.  Edit the addresses for members with Status = “In-Service” (i.e., you do not 
need to edit addresses for members who have exited). 
 

5. Click on the member name to edit the address: 
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6. Then Click on edit Member Info 

 

 
 
 

7. Scroll down to the Site/Campus address.  Enter the correct street address of the 
site, then press SAVE.  Note: Do not enter the name of the organization in the 
street address fields. 
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(Contrary to what the Help screen says, the Sponsor can edit the Site Address). 
 

 


